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Reoordn Hanagmeent Analyst, GS-1)

Managenant Stsff
Record:s Managmsent Staff
Forms Nansganant Branch

Serves & 8 Rocords Mansgensnt Analyst with assigned
responsibility for sssigting io planning, developing, and
installing one or mors phaess of the Apdncy Foms Hanagement
progrem, including the dof nation of specific requirements
snd the anslysls df existing or proposed forms, with primary
pesponsibility for the latter, Perforu cemplex end varied
forms assignments in which the forms s charecterised by su
esmpliontions ss length, scores of prapdsed Ltems, technical
mabjsot matter sugh &8 paychologlosl teste or interrogation
sohedules, conaiderable possibilities fer consolidation and
improvesant of sequence, the requiremant of mbstantial coor-
dtnation within the Agency, or the presence of wnsidenmh
ixplications as to changes in methods, systems or orgamnmn,
procedures and lssuances arising oub of the forms analyasis,

1., Axasists in developing policies, procedures and regue
lations pertsining to tie program,

2. Aseipts 1n devising and madntaining forme design,
%W, specification, printing and packaging standards,

3. Assists in developing stendardp for procurement,

stoaidng, dlstribution and mioclmum utilsation of forms.

! Analyses ¢ procedures, deternises assentinlity of forms
ad a:;rwas oy &mm;’mﬂa fhr new or revised forms.

Anslyses and relatss various meﬁdnrw and issuances
o ﬁi‘m o provifie for thelr maximm didlisation and stendard-
instion for sw broad an applfoeation as possible.

6, Anxlymes repriut or purchase poquests for forms and
wproves or dlsspproves as sppropriste,

. Analyses, eliminates and/or cdnsolidates forms as
mm:w for ﬁh; sizpid Moation and mare officient utilization
o manpower and popoedures,
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Rocords Management Analyast, GSe1l

i1,

8, Partleipates in as 2 tesg pembor, or ‘
oonduct 59 personally as lesder of a‘tam, for the
purpose of eliminating unnecessary pod inefficient forms.

9. Provides technical asslstace to #1018
on forms design and related nutﬁer:,me dgmey otficials

‘10, Aselyts in maintaining 11 s wlth Agency opera
officlals, Area Records Officera ané officials of he szga
of the et, Comptroller General, Pepartment of Defense and
other agencies on forms mansgement gatters,

11, Aealgts in the wtnbliﬁm%t aadntenango v periedic
Wﬂﬁozx of numesdcal, alphabcmni and mmm;}%? indexocs

18, Assiste in the wtﬁhl&m@t snd maintenance of
funstional Forvs Catelog of currently active forms, cere

33, Revi ,emmmwﬁmwmmmﬁe
Loyse fuggestions relatdve to forms.

Mk, Reviewp and rocommends acceus » unga.
z 2 Q bassary agtion on all :
tastory reporte partiining to fomme, the-

15 Aseiets in maintaining lisdpon with menufeoturers &
somserelal tigra o kesp abwreast of pumrent m&:&d g:;‘wd
Mwm'mmmrmmm~mmm.

ERVISION RECEIVE

Instrections rescived are generplly oral, Emcept for regu-
hﬁ.ﬁm,,__mmﬁs and offiee procedures, no mﬁmz Work pre~
cedents are followed, Oeyeral objectives are useally indicated
with specific fnstruations sometimes. being glven on the mowe
aiffionlt or s ~1§:iﬁm assigomeats. Considsreble latdtude is

» y Al .__..%xsmmx&mi&mwmhigmw
Mﬁm %o ohitaln mtisfestory ramilts. Review of work normelly
_em;k of dgouesion of prebloms uhiich mAy be peculiss %o a
Mepmm or, 1t may be on tha basias of what has been
asoorpld shed m the atteloment of progrem objectives. The super-
vieor ie ua;a%?' xgi%abla for coasuktstion on problems or questio
which canno 'L ba ga atorily resojived, particuleriy '
mwmmnymnoyarpmmg:m W AL thay oon-
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bod axperdience, and three
aively responsible work

4 aparienge i,e, prv

in buslness atalolateatisn op weibr talised expert
 lESness o Matradly ' g, eeialise
the fll-iime rRancs or mmngﬁriﬂ;@iﬁa m&i’

w sxtreny mﬁm in 2+ natural seiende or fine arts

meathy ;ﬂ:&ﬁ gﬁﬁg e basla of ee full year of study for nine
vl tkr Sperience; (2) mwcessful aompletion of all ree

m&%. & maatars degres in publie sduintstgation, bustnees
ity industrial sginesring, industrial npnagement,

Approved For Release ﬁ -RDP61-00910A000100060005-9



Approved Ii?r Release : m&1-00910&00100060005-9

mm Hanagerent Analyst, 05-11

pelitical salenge, personnsl admindstration, archival sclence,
srganisation apd methods examining, records menagement or a
compargble speciallizstion may be subptituted for one year of
speaialised experience and 3 yeacs of related axperiencey (3)
meemul :orpletion of sll r«wf g study for a dactorate
in one of the fields mpecified in S above may be gubstd tuted
Zor two yesrs ¢f specialized exparionce and three years of

related experience,

' N ArRAte Agancy Secuis § ~ lew,, minimum Agency
apecialized exparienge (i aidition $o ralated and spegialized
@xparience upos whiich qualification to present grede was based)

are 12 wonths ¢t the G3-9 or 10 grade level,

DISTINGUISHING FEATURES:

This level of work is charactarjsed Ly the snalysis of
fornms of consl ¢ complexity, mg&;mmmw itoms, sone
oscursenae of $ach subject redier and possibilities for
consolldation 4nd lrprovement of saqysngs, neqessity for co-
ordinstion fwqughout a mejor cospangnt of the dganay butb

‘ ot Agancy-vide, and some Liglicstions ag to changes
in ds or mgmisation, proceduyrys and regulations,
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